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TITLE 25X1 DATE

‘TJOEM (TITLE, DESCRIPT;t;!lv_FSAR]II[LIEV%;LI!;A;T“:.A%%NINCLUSIVE DATES) (c\;]g';gM;T. ) DISPOSITION INSTRUCTIONS
1 (FFICE OPEHATIONS AND ADMINISTRATIVE FILE
of correspondence o and from 5.0 TEMPORAKY. Destroy when 3 yesre old.
ﬁamgﬁ:ﬁgz reports, studies, and sinilar {Cut off at end of each year; destroy
records reflecting the policies acd procedures 3 years thereafter.)
flecting the internal sduinistration of the
Office such a8 accounting for advences, personnel
records;, travel documents, training, commmni-
cations and related functions. Flled by subject.
(1956-1961)
2 COBVENIENCE FILES (KEADIRG)
Consists of extra copies of culgping TEMPORARY. Destroy when 2 years old.
correspondence | L (Cut off at end of each year; hold
two years then destroy.)
600
1.0

FORM NO.
1 JAN 56
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[ Jrums accourmc

Copies of vouchers, cancelled checks,

reconciliation statements, oemos covering official
entertainment:, ard other papers relating to
which

Used in suppord
of sudit determinations. Filed by type of record,
by fiscal year, snd chromologically thereunder.

SEORET

-2

PERMANENT. Disposal not authorized.
(Pile in inmctive file when balances
are reconciled.) Retain for esudit
purposes.

TEMPORARY. Destroy 2 years after final
contact with source. (Flace in inamctive
file when source becomss inactive and
destroy 2 years thereefter.)

TEMPORARY. Desiroy 1l yeers after final
contact. (Place in inactive file when
gource is no longer active; destroy 11
years thereafter.)
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8

SEORE

[

TEMPORARY. Destroy 2 years afler case
is closed. (Place in inactive file

25X1

when case is closed and destroy 2 years

thereafter. )

TEMPORARY. Destroy when guide is
cancelled or replaced.
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ApprovedPorReletise 2005/08/03 : CIA-RDPFO400
QFFEET
COMMURICATTIONS LOG
A log record of the receipt snd dispateh 1.5

of reports, process sheets, and meros received
by or meiled from the Office. Flled
chronologically.

(1958-1961)

TEMPORARY. Destroy when 2 years old.

oldest month after filing
current month.)

TEMPORARY. Destroy when 1 yesr old.

TEMPORARY. Destroy when information is
obeolete or when no longer needed for
reference purposes.
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11R0008001700@3SF0S | TION INSTRUCT | ONS

13

1k

WOREING FILES
Working pepers, reporte, notes, ete.,

REFERENCE PUBLICATIONS

Conpists of publications meintained
primarily for reference purposes. Included

SEGRE]
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SEGRET

TEMPORARY. Desbtroy when no longer
needed for reference purposes.

TEMPORARY. Destroy when cbsolete or
no longer needed for reference

purposes.
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